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Application button
-Contains most of the important File Management commands
(Ex: New, Open, Save, etc.)
-By hovering over a name, you can see all the sub-commands 
associated with it.
-Options button at the bottom of the page allows you to customize the 
program (change the colors, cursor design, print settings, etc…)

Basic AutoCAD Interface



Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards

Arch 1230‐ Building Tech II Professor Friedman

Quick Access Toolbar
-Gives you quick access to some of the most commonly used 
commands (commands can also be found under the Application button).
-Use this to quickly create a New document, Open an existing 
document, Save, Print, Undo last command, Redo last undo.
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Workspace drop-down toolbar
-Switches the Ribbon buttons (work environment) from 2D and 3D (or 
allows you to customize your own Ribbon buttons)
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Title Bar
-Displays the name of the program followed by 
the name of the drawing currently open.
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Information Center
-If you are stuck or forget a command, type in the 
keyword here to search the on-line help directory. It 
will try to find the right command you are searching 
for.
-The Question mark is the Help button (or use the 
F1 key) to search the on-line help directory.
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Ribbon
-Contains buttons used to execute certain commands in 
AutoCAD. Note: you can also type the commands instead.
-The buttons are grouped into tabs relating to their use. The 
Home tab contains most of the commonly used icons. The other 
tabs expand off of this tab with larger buttons and more detailed 
commands. 
-The Insert tab is used to insert blocks, objects, files…
-The Annotate tab has all of the text and dimension tools…

Note: By holding your mouse over a button for a second, a 
tool-tip will appear showing you what the button does…
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Drawing Window
-Where the drawing is displayed. When the cursor is inside the drawing 
window, crosshairs will indicate the current pointer location. 
-The upper left corner allows you to adjust the graphic settings and the 
view location when modeling in 3d. (Ignore for now)
-The upper right corner has a view cube. When modeling in 3d, this will 
allow us to change the view. (Ignore for now)
-In the lower left corner is a pair of arrows called the UCS (User 
Coordinate System) icon that indicates the current drawing plane.
(we will come back to that)
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Navigation Bar
-Tools used to help you navigate around the drawing. Ex: Zoom, Pan, etc…
-Note: Zoom has multiple variations (if you press the down arrow). Zoom—
Extents will zoom out to see the entire drawing. 
Zoom—Window lets you focus on a specific part of the drawing.

Command line
-Once a command is entered, you can see it listed here along 
with any options available to you. If a command isn’t working, 
look here to see what it’s asking you.
-Press the button on the right side to bring up past lines or to 
see past commands…
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Status Bar
-Contains information and drawing tools used during 
commands.

-Coordinates show the current location of the mouse 
cursor from the static 0,0,0 location.

-Drawing tools can be used during draw commands to 
aid when drawing (to draw angles, straight lines, 
reference points, etc…
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Layout Tabs
-Allow you switch between the drawing (Modeling) 
area and the Layout/ Print area (Paper Space).

Workspace Customization Tools
Let’s you customize the tool, workspace, and 
ribbon settings.

Quick-view Drawing button
-Allows you to switch back and forth between 
open drawings and layouts.
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Keyboard Notes:
-Body posture- One hand on the keyboard, the other on the 
mouse.
-The space-bar performs the same function as the Enter key 
(to start and end commands).
-The Escape key is used to exit a command and return to the 
blank command prompt…
Note: You may have to hit it more than once (if you are 
currently in a subcommand).

Mouse:
-Left mouse button- picks commands, points to objects on 
screen, and selects objects or tools.

-Right mouse button- brings up a shortcut menu with 
commonly used commands (Repeat, undo, redo, pan, zoom, 
etc…

-Mouse wheel- roll up to zoom in, roll back/down to zoom 
out.

-Middle mouse button- (Wheel button) Hold down to pan
around the screen.
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File Management:
-Use the Application button to access the New, Open, Save, 
Print, and Close buttons.

-New- use to open a new drawing or type “NEW”.
A window will open asking you to select a template. Select 
“acad” template (the default selection) and click Open.

-Open- use to open an existing drawing (or type “OPEN”).
A “Select file” window will open. Select the file you want to 
open and click Open.

-Save As- use to save a file for the first time/ before it has 
been named or to save the drawing under a new name/file (or 
type “SAVE AS”). A window will appear asking you for a file 
name and a location (where you want the file to be saved).

-Save- (also known as Quick Save) use to save a file that 
you’ve already named/ saved before (or type “SAVE”). If you 
haven’t saved the file before, then it defaults to “Save As”.

-Close- use to close a file that is currently open (or type 
“CLOSE”). If the drawing has changed since it was last saved, 
then it will ask you to “Save changes to the drawing?” before it 
closes…
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Cartesian Workspace:
-AutoCAD is a drawing program organized along the “Cartesian 
coordinate system”. Space is organized among a 3 axis grid
specified X,Y,and Z. All points can be described by its position on this 
grid. 

-The UCS (User Coordinate System) button in the lower left corner
shows the direction of the X axis and the Y axis. Everything we draw 
in 2D is taken off of the XY axis.

-In AutoCAD, you can zoom in to detail a nail in the floor or out to the 
scale of a city…
There is only 1 fixed point in AutoCAD space (0,0,0). 
When the point is on the screen it is represented by the UCS icon.
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Units:
-The first step when opening a drawing is to change the Units.
The default units are set to decimal and must be changed to 
feet/inches.

-Type “UNITS” <Enter> to bring up the prompt (or go to the 
Application Button and under Drawing Utilities is a Units button).

-Change Length: Type to Architectural. Leave everything else 
alone. OK

Check: The coordinates in the bottom 
left corner of the screen should have 
changed to feet and inches.
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Line Command:
-use to draw straight line segments. 
-Type in “LINE” or “L” for short, <Enter>
Or use the Ribbon--- Home Tab--- Line button.

-Once you are in the command, the command line is asking 
you to “Specify first point” so pick a point on the screen (or type 
in an exact point like (0,0).

-CAD then asks you to “Specify next point” so click on another 
point to draw the line. The command stays active until you hit 
<Enter> or <Escape>.
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Line Command:
-While in the command, besides “Specifying next point”, you also have some Sub-commands 
available. 
[Sub-commands are found within the brackets on the Command line. They each have one 
upper case letter.] Type the upper case letter and hit <Enter> to activate the sub-command.

-In the line command are two options: [Close, Undo]. Use Close to connect the line back to 
it’s starting point. Use Undo to undo the last segment drawn (without exiting the command).
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Distance & Direction Method:
-The simplest and most commonly used method for drawing lines in AutoCAD.
-Enter the Line command and click a start point (or type 0,0 to place to start the line at the 
reference point).
-Use the mouse to point the cursor in a certain direction (a green dashed “magnetic” line will 
aid you when drawing a 90 degree straight line). So the mouse chooses the direction.
-Type in the distance using the keyboard… (Ex: 5’-0”). This lets you quickly and accurately 
draw line segments.

Note: You can type 5’ as (CAD will understand):
5’-0”
5’-0
5’0”
5’0
5’
60”
60

Note: Inches is default.
So if you forget the apostrophe, 
CAD will assume you mean inches.
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ORTHO:
-The Ortho button found at the bottom left corner of the screen (or hit F8) locks 
the draw command in 90 degree lines (orthographic) to ensure straight accurate 
lines.

Erase
-To erase the lines drawn type ERASE or E or use the Erase button
Ribbon--- Modify Tab--- Erase.
-After entering the command, click on the objects to erase and hit 
<Enter>
-Note: You can also select the objects first and then hit the DELETE 
key (without entering the Erase command).

-Try the next few examples…
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Drawing Exercise #1
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Drawing Exercise #2



Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards

Arch 1230‐ Building Tech II Professor Friedman

Drawing Exercise #3
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Drawing Exercise #4
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Drawing Exercise #5



Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards

Arch 1230‐ Building Tech II Professor Friedman
Move Command
‐Use this command to Move objects.
‐Type MOVE or M or go to the 
Ribbon‐‐‐ Home Tab‐‐‐Modify Panel‐‐‐Move

‐Once in the command, Select the objects that you want to move. 
‐Choose a base/ reference point (it can be any point on the screen.
‐From the base point, use your mouse to point in a direction and 

type in a distance with the keyboard.

Copy Command
‐Use this command to Copy objects.
‐Type COPY or CO or CP or go to the 
Ribbon‐‐‐ Home Tab‐‐‐Modify Panel‐‐‐ Copy

Note: The copy command works just like the Move command with 
2 exceptions: 

1. It leaves the original object intact and Moves the copied object
2. The command is left active after the object is copied allowing 

you to make more copies…

Rotate Command
‐Use this command to Rotate objects
‐Type ROTATE or RO or go to the 
Ribbon‐‐‐ Home Tab‐‐‐Modify Panel‐‐‐ Copy

‐Select the objects, choose a base/ pivot point and enter an 
angle with your mouse or keyboard.
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Text Command
‐Type MTEXT or use the Text button found on the 
Ribbon‐‐‐ Home Tab‐‐‐ Annotation Panel‐‐‐Multi‐line Text

‐Specify a rectangle where you want the text to go.
‐Choose a standard font (Arial).
‐The text size has to be scaled. [See Chart on next page]
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Text Command
‐The text size has to be scaled depending on what scale your final print will be. 

Standard 
Drawing Text

Drawing Title 
Text
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Dimension Command
‐Dimensions are easy to use but they must be set‐up first!
Type DIMSTYLE or use the Text button found on the 
Ribbon‐‐‐ Home Tab‐‐‐ Annotation Panel‐‐‐(Down arrow at bottom of 

panel to expand panel‐‐‐ Dimension Style button.

‐Dimension Style Manager– Click New (or Modify).
‐2 main settings to adjust here:

1. Primary Units‐‐‐ Change Unit Format to Architectural (Ft/ inches)
2. Fit ‐‐‐ Scale for Dimension features‐‐‐ Use Overall Scale of:

[Use Chart]
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Dimension Command
‐2 main settings to adjust here:

1. Primary Units‐‐‐ Change Unit Format to Architectural (Ft/ inches)
2. Fit ‐‐‐ Scale for Dimension features‐‐‐ Use Overall Scale of:

[Use Chart on next page]
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Dimension Command
‐The dimension size has to be scaled depending on what scale your final print will be. 
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Dimension Command
‐2 more settings that may improve the aesthetics of your dimensions.

1. The text height‐‐‐ change to 3/32”
2. The arrow size‐‐‐ change to 3/32”
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